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UNITED STATES DEPARTMENT OF AGRICULTURE ISSUED: April 25, 2013
OFFICE OF PROCUREMENT AND PROPERTY MANAGEMENT

AGPMR ADVISORY

ADVISORY No. 13-05

Title: Implementation of OMB Memorandum M-12-12
Section 3: Freeze the Footprint

1. SUMMARY

On May 11, 2012, the Office of Management and Budget (OMB) introduced a “Freeze
the Footprint” (FTF) policy in Section 3 of OMB Memo 12-12 (M-12-12). On March 14, 2013,
OMB issued implementing guidance in “Management Procedures Memorandum No. 2013-02.”
FTF requires all civilian Executive Branch agencies to maintain a static balance in their directly
leased, owned, and General Services Administration (GSA)-assigned building’s inventory of
Office and Warehouse space as compared to a specific baseline provided by GSA. This means
any increases to Office and/or Warehouse type space must be offset with a corresponding square
footage (SF) decrease so the U.S. Department of Agriculture (USDA) as a whole does not
exceed the baseline in any fiscal year (FY).

The baseline to be used for FTF measurement and evaluation purposes is a combined
total for FY 2012 (FY12) of the domestic Office and Warehouse SF that USDA reports to the
Federal Real Property Profile (FRPP) and USDA’s Office and Warehouse SF located in GSA-
assigned space. This baseline was provided by GSA to the Office of Procurement and Property
Management’s (OPPM) Property Management Division (PMD).

This Policy applies to all new leases and owned real property acquisitions and
expansions, including space that is under USDA’s direct control and space that is provided by
GSA to meet a USDA requirement. PMD manages this policy on behalf of the Department.
PMD’s responsibilities include issuing USDA agencies their baseline SF allocations, processing
agency requests for increases in Office or Warehouse SF that exceed the baseline (net increases),
overseeing agency and Departmental SF balances, adjusting agency SF balances to ensure the
Department does not exceed the FY12 baseline, developing and implementing internal controls
and policies, and compiling an annual report of USDA’s effectiveness in complying with this
policy for submission to GSA and OMB.


http://www.whitehouse.gov/sites/default/files/omb/memoranda/2012/m-12-12.pdf
http://www.gsa.gov/portal/category/21275
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Effective this Advisory’s date, USDA agencies may not initiate any action that will
constitute a net increase in the agency’s Office and Warehouse SF inventory, as compared to its
FY12 baseline, without first obtaining Departmental approval. Net increases over the baseline
are strictly prohibited without an approved offset or waiver from the Department. Agencies will
request approval by submitting the attached “Office and Warehouse Net Space Increase Request”
form to PMD.

2. PROCESS and PROCEDURES
A. OVERVIEW

PMD and agencies shall manage FTF using USDA’s Corporate Property Automated
Information System (CPAIS) data exclusively. CPAIS data will be used to establish an annual
SF balance of agencies’ Office and Warehouse SF, manage and track agencies’ Office and
Warehouse SF, and ensure a zero net increase to the Department’s overall inventory of such
space during a given FY compared to the official baseline. FRPP and GSA assignments baseline
data is provided by GSA and posted on PMD’s SharePoint site. Agencies are required to enter
and maintain current, accurate data in CPAIS as a routine practice regardless of this policy.

Agencies will manage Office and Warehouse space increases internally, or within their own
SF inventory, unless an increase is expected to exceed the baseline and the agency is unable to
supply a SF reduction to be used as an offset. When no internal space is available to function as
an offset, the agency will request that PMD identify SF that can be applied from another agency.
If the request is approved, PMD will adjust both agencies’ SF balances accordingly. Agencies
may also request waivers for net space increases that are deemed to be mission critical and
incurred to meet external requirements, such as to house a new legislatively-mandated program
or to respond to an emergency.

There is no distinction under FTF between Office and Warehouse SF. The space will be
tracked and managed interchangeably as a combined total. This means an increase in Office
and/or Warehouse space may be offset by a reduction in Office and/or Warehouse space.

Covered Space. This policy applies only to space where the building’s Predominate Use in
CPAIS is Office or Warehouse, as defined in the FRPP. Warehouse space includes buildings
used for storage such as covered sheds, and buildings primarily used for storage of vehicles or
materials, as well as underground or earth covered storage bunkers.
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Excluded Space. This policy does not apply to assets in CPAIS whose Predominate Use is
not Office or Warehouse, such as Laboratory, Land, water reservoirs and petroleum, oil, and
lubricant storage tanks. Airplane hangars are also excluded because they are categorized as
service buildings.

B. ACCOUNT MANAGEMENT

1. Baseline. PMD has posted the Departmental baseline (FY12 FRPP and GSA assignments
data) and each agency’s share of this baseline on PMD’s SharePoint site under the “Freeze
the Footprint” tab at: https://portal.usda.gov/sites/PMD/default.aspx. The FY12 baseline is
the same for every ensuing FY until it is changed by GSA or OMB. Should the baseline
change, PMD will immediately notify the agencies and provide updated baseline data.

2. Balance Maintenance. Agencies are responsible for monitoring cumulative year-to-date SF
increases and reductions, requesting SF offsets or waivers from the Department as needed,
and maintaining a zero net balance in their inventory of Office and Warehouse SF every FY.

3. CPAIS Updates. Agencies must regularly and accurately record all Office and Warehouse
SF changes in CPAIS, and are expected to update CPAIS within 5 working days after SF
increases and reductions occur. This requirement applies to SF changes in USDA-leased,
owned, and GSA-assigned Office and Warehouse space. GSA-assigned inventory updates
will reflect the latest Occupancy Agreement (OA) information.

4. SF Space Increase Requests. Agencies that lack internal SF reductions needed to offset a SF
increase may request that PMD attempt to locate the required Office and/or Warehouse SF
from the Department’s inventory. Authority to approve or deny net space increase requests
and to allocate offsets rests with the Department’s Senior Real Property Officer (SRPO)
(Director, OPPM). PMD will ensure that such an increase will not negatively impact the
Department’s ability to maintain a net neutral Office and Warehouse SF balance. Procedures
for submitting a request are outlined in Section 3, “Space Increase Requests.” If PMD
cannot obtain an offset, a waiver may be granted at the SRPO’s discretion.

5. Offsets. Offsets are reductions in Office and/or Warehouse SF that are used to neutralize the
impact of a space increase. Only Office or Warehouse space can be used as an offset, and
offsets of each space type can be used interchangeably. An agency with a net positive
balance may be asked by PMD to provide a SF offset for another agency with a critical
mission need to increase its Office or Warehouse SF, and no internal SF reductions are
available for this purpose. PMD will increase the requesting agency’s SF balance and
decrease the contributing agency’s SF balance commensurately.

Offsets result from recorded Office and/or Warehouse SF reductions in CPAIS related to
lease expirations, terminations, building sales, reports of excess, disposals, and any other
action that removes the asset from the agency’s inventory. Agencies are reminded that in


https://portal.usda.gov/sites/PMD/default.aspx
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addition to these measures, the use of flexible workplace strategies such as telework,
hotelling, and space management initiatives like co-location and consolidation, can produce
offsets.

Space that may not be used as an offset is property that is “mothballed” or temporarily not
occupied or utilized. Also excluded are enhanced use leases (EULS) and outleases of
properties that are occupied by a non-government entity that remains titled to the Federal
government.

6. Waivers. An agency may request a waiver for any Office or Warehouse SF increase that is
deemed to be mission critical and is externally required, such as by Presidential,
Congressional or Judicial mandate. Waivers are to be requested using the attached “Office
and Warehouse Net Space Increase Request” form. Appropriate justification must be
included. PMD may need to obtain approval from GSA and/or OMB to grant a waiver. A
waiver may also be granted by the SRPO if no offsetting SF is available in the Department’s
Office and Warehouse space inventory to offset a request.

C. TERMINOLOGY

Co-location. This is the merging of two or more components, offices, bureaus or divisions
from two or more agencies, where one agency consolidates its components, offices, bureaus
or divisions into the host agency’s space.

Consolidation. This is combining one or more components, offices, bureaus or divisions of
the same agency in an existing owned Office or Warehouse space, and disposing of the
(vacated) space in a leased facility.

Disposal. This is a sale, demolition, lease termination, public benefit conveyance, Federal
transfer, or any other action that results in removal of the asset from the agency’s inventory.
In the instance of GSA space leased on behalf of another agency, it is the agency rent
termination date. A disposal creates an offset in the amount of the SF of the Office or
Warehouse space disposed.

Hotelling. This is an arrangement where employees use non-dedicated, non-permanent
workspaces assigned for use by reservation on an as-needed basis.

D. STATEMENTS AND REPORTS

Balance Statements. At the beginning of every FY, PMD will post each agency’s Office and
Warehouse SF balance on the PMD SharePoint site. (FY12 balances are currently available.)
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Annual Departmental Report. On an annual basis, PMD will roll up each agency’s CPAIS
data and transactional information into a summary Departmental report. This report will
show the net difference between the baseline and the year-end SF balance for each agency.
Despite any agency variances, the overall Departmental balance is expected to match (or be
less than) the Departmental baseline every FY. The report, along with other supporting
documentation and data shall be submitted to USDA senior management, GSA and OMB for
evaluation. The Department’s progress will be published at www.performance.gov.

Ad Hoc Reports. PMD may request agencies to provide CPAIS data, screen captures,
additional information and/or ad hoc reports at any time in support of managing this policy.

3. SPACE INCREASE REQUESTS

Agencies will use the attached “Office and Warehouse Net Space Increase Request”
(PMD Form 13-05) to apply for Office and/or Warehouse SF increases for which they can
identify no offsetting SF reduction from within their own inventory. In other words, it is to be
used for net increases only. PMD will attempt to locate a SF offset from another agency or
agencies. The Form may also be used to request a waiver.

Actions that do NOT require the agency to submit a request or the SRPO’s approval are
those that will maintain (not negatively impact or not exceed) the agency’s Office or Warehouse
SF baseline, or will constitute a net balance reduction. This is frequently the case with lease
renewals, succeeding/superseding leases and space consolidations, which either maintain or
decrease the agency’s SF footprint.

The Form must be signed by the submitting agency’s Head of the Real Property Activity
(HRPA) (Administrative Services Director or equivalent), the agency’s Chief Financial Officer
(CFO), and approved by the Department’s SRPO (or delegate) prior to the agency taking the
proposed action.

Attachments

e “Office and Warehouse Net Space Increase Request” (PMD Form 13-05)
e OMB Memorandum M-12-12
OMB Management Procedures Memorandum No. 2013-02



http://www.performance.gov/
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AGPMR Advisories are posted at the following web link: http://www.dm.usda.gov/pmd/. If you
have questions or comments regarding this Advisory, please contact Paul Walden, Chief
Property Management Division on (202) 720-7283, or by sending an email to
Paul.Walden@dm.usda.gov.

EXPIRATION DATE: Effective upon issue date until canceled.

VAN o

Paul Walden, Chief, PMD

AG PMR Advisories are posted on the USDA World Wide Web site at the following URL: http://www.dm.usda.gov/pmd/. If you have
questions or comments regarding this advisory, please contact Paul Walden, Chief Property Management Division by telephone at
(202) 720-7283, via email at Paul.Walden@dm.usda.gov, or by sending an email message to propertymanagement@dm.usda.gov.



http://www.dm.usda.gov/pmd/
mailto:Paul.Walden@dm.usda.gov
http://www.dm.usda.gov/pmd/
mailto:Paul.Walden@dm.usda.gov
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OFFICE AND WAREHOUSE NET SPACE INCREASE REQUEST
April 25, 2013
PMD FORM 13-05

Background:

This form is designed to meet the requirements of the Office of Management and
Budget’s (OMB) “Freeze the Footprint” Policy described in OMB Memo 12-12 dated May 11,
2012. The Policy is described in USDA’s Agricultural Property Management Regulation
(AGPMR) Advisory No. 13-05, “Implementation of OMB Memorandum M-12-12 Section 3:
Freeze the Footprint,” posted on the Office of Procurement and Property Management’s (OPPM)
Property Management Division (PMD) SharePoint site. The Advisory is also located on PMD’s
webpage under “Additional Resources (USDA Employees Only)” at
http://www.hqgnet.usda.gov/pmd/physical_sec_library.htmi.

Applicability:

Agencies must use this form to request increases in space, whose Predominate Use is
Office and/or Warehouse as defined by the Federal Real Property Profile (FRPP), that would
exceed the agency’s established baseline for such space, and for which the agency has no
internally available offsetting SF reduction. Predominate Use is the primary use of the real
property asset as noted in the FRPP. For example, buildings used primarily for office purposes
are classified as “office” even though certain portions of them may be used for storage or
research. Buildings with a Predominate Use of Warehouse are used for storage, and include
covered sheds and buildings primarily used for storage of vehicles or materials. Also included
are underground or earth covered storage bunkers. Excluded are airplane hangars, water
reservoirs and petroleum, oil, and lubricant storage tanks.

Instructions:

1. Submit space increase requests (PMD Form 13-05) at least 30 calendar days in advance
of the need to acquire the space, or prior to starting rental payments in the case of leased
space.

2. Submit waiver requests at least 45 calendar days in advance of the need for a decision.
Note: Despite these minimum processing times, requests should be submitted as soon as
the need is known, especially in the case of direct leases and GSA Occupancy
Agreements that require 18 to 24 months to plan in advance.

3. The Head of the Real Property Activity (HRPA) and Chief Financial Officer (CFO) of
the requesting agency must sign the form.


http://www.whitehouse.gov/sites/default/files/omb/memoranda/2012/m-12-12.pdf
https://pws.sc.egov.usda.gov/login/login.aspx?TYPE=33554433&REALMOID=06-514a1d7a-09e6-4681-bbba-c3e02ea7e826&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-CfcbJXYbLN7h%2bVg3eDtGlIn4yV4rICwEbTrzsoMwiO4o8egXDKRyhg3lnzgFBz9c&TARGET=-SM-HTTPS%3a%2f%2fportal%25
http://www.hqnet.usda.gov/pmd/physical_sec_library.html
http://www.hqnet.usda.gov/pmd/physical_sec_library.html
http://www.gsa.gov/portal/category/21275
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4. Submit the completed form to Debra.Kerr@dm.usda.gov, or mail to:

USDA/OPPM

Property Management Division

ATTN: Debra Kerr, Property Management Specialist
1400 Independence Avenue, SW

Mail Stop 9304

Washington, DC 20250

For assistance completing this form please contact Ms. Kerr at the above email address or by
phone on (202) 720-8873.

Warning: Do not execute any lease or other real property contract that obligates the
Government to take possession of or pay for the requested space identified in this form until it is
returned to the submitting agency after being approved by the SRPO.


mailto:Debra.Kerr@dm.usda.gov
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Office and Warehouse Net Space Increase Request
PMD Form 13-05

Control Number (to be completed by PMD):

1. Date Submitted:

2. Submitter’s Contact Information:

Name:

Title:

Agency:

Email:

Phone:

Address:

3. Space Request Data

a. Space Type (Predominate Use). Check one: Office: Warehouse:

b. Square Footage (SF) Requested:

c. CPAIS Real Property Unigue Identification (RPUID) No.:

(If the space relates to an existing asset in CPAIS.)



PMD Form 13-05, Page 4 of 8

d. Property Address:

e. Will the requested space be USDA owned, leased, or GSA assigned?

USDA Owned:
USDA Leased:

GSA Assigned:
Unknown/To Be Determined:

f. Comments:

4. Reason for Space Increase. Please check all that apply:

New Lease:

New Acquisition (Owned Building only):
Expansion (Leased or Owned Building):
Co-Location:

Consolidation:

Other: . If “Other,” please explain:

—~D® o0 o
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5. Waiver. Complete this section only if a waiver is being requested. Otherwise proceed to

number #6.
a. Isthe SF increase required to meet a mission critical need? Yes: No:
b. How long will the space be needed? months/ years/ Indefinite

c. Provide justification, e.g. to meet a legislative requirement to establish a new or
expanded program or to respond to an emergency:

Attach available documentation to substantiate the waiver request to the end of this Form.
For example, include a copy of the legislative language or a court order that mandates the
space increase.

6. Offset Information. Describe the proposed SF offset that the agency requests be applied
by OPPM. If an offset is not known, leave this section blank and proceed to number. #7.

a. Agency Name:
(Agency from which the SF offset is sought.)

b. Property Address:

c. CPAIS RPUID (if known):
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d. Describe date/circumstances for availability:

7. Head of Real Property Activity (HRPA) (Requesting Agency Approval)
(Agency completes prior to submitting this Form.)

Signature:

Name:

Title:

Date:

8. Chief Financial Officer (CFO) (Requesting Agency Approval)
(Agency completes prior to submitting this Form.)

Signature:

Name:

Title:

Date:

9. Senior Real Property Officer (SRPO) Decision
(To be completed by OPPM.)

a. Space Increase Request is: Approved: Not Approved:

If approved, describe source of offset:

b. Agency Name:
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10.

11.

c. Action to be taken by OPPM:

Increase Requesting Agency SF Balance by: SF.

Decrease Offsetting Agency SF Balance by: SF.
d. Is Request met? Yes: No:

If “No,” balance remaining: SF.

e. Description of future action to be taken regarding any outstanding, unmet need:

f. Estimated timeframe for completion:

g. Waiver granted: Yes: No:

Head of Real Property Activity (HRPA) (Contributing Agency Concurrence)
(Agency providing the offsetting SF completes/PMD coordinates.)

Signature:

Name:

Title:

Date:

Chief Financial Officer (CFO) (Contributing Agency Concurrence)
(Agency providing the offsetting SF completes/PMD coordinates.)

Signature:

Name:

Title:

Date:
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12. Senior Real Property Officer (SRPO) Approval
(To be completed by OPPM, as applicable. Approval also provided on behalf of the
Departmental Chief Financial Officer.)

Signature:

Name:

Title:

Date:

13. Attachments. Attach pertinent information that will help OPPM understand the request.
Examples of include CPAIS screen captures, GSA rent bills, Occupancy Agreements and
other documentation, such as legislation or an Executive Order, that demonstrates a need
for the SF increase. This is especially important to substantiate a waiver.
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ACTING DIRECTO

SURIECT: Promoting Efficient Spending to Support Apency Cperalions

The TFederal Governmeent bas a responsibility to act as o careful stewerd of txpayer doellars,
ensuring that Federal! funds are nsed for purposes that ave approprigte, cost etective, and impertant
to the core mission of excoutive departments and apencies (agencies), From the beginning of this
Admimisiration, the President has heen olear that wastelnl spending 14 unacceptable, and that the
Pederal Government must sirive o be more ellicient and effective. That is why the President and
the Viee Prealdent launched the Campaign to Cut Waste and charged agencica with zolng ling-boy-
line through their budgels w identily areas ol unrecessury spending or ppportunities for greater
efficiency or cost savinps.

As part of this cffort, on November 9, 2011, the President signed Exccutive Order 13589
“Promunliig Fificient Spending.™ In that Exceutive Order, the President directed each agency 1o
reduce its combined cosis in w variety ol administradive ealepories by not less than 20 percent in
Fiscal Yoar (FY') 2003 fiom FY 20010 levels, Apencies have since developed placs for achieving
these cuts, and the President™s BY 2013 Budget identifics 58 billion in reduced costs as a result of
Fxecutive Crreder 13589,

T achieve these savings, many agencies have identifiad and implementad creative and
innowative practices to reduce cosis and improve efficiencies in such areas as travel, conference
expenditures, real eatete, and flect management. There are also other practicnl ateps apencics can
et Lo inprove operations, increase elfciency, uod cul unneosssacy spending. Accordingly, tis
memoranidum deseribes a series of policies enc practices related to activities and expenses in tese
araps, building on measures already in place at various agencics.

Section 1 —Travel

Travel is oficn necessary for Federal employees o discharge their duties ellectively and the
travel indusiry plays sn impoertant rele ie creating jobs and supporting lecal econcmics; however, as
pood stewards of Federal funds, agencies must do al they can to manage their travel bodgels
efficiently, Aceerdingly, in I'Y 2013, each sgency shell spend at least 30 percent less on iravel
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expenses covered by this memosandum than in FY 2010, Apencies must maintain this reduced
level of spending cach wear through FY 2016, For the purposes of this section only, the term
“upeney™ means oy agency deseribed in 31 ULS.CL 0010,

I comsultation with the Qffice of Management and Budgel (OMDB), agencies shall dires all
immedizte savings achieved through tis redoction towards investments that improvs the
transpatency of and accountability for Federal spending and therefore serve taxoayers by further
recucing wasteful spending over the long-term. Tnvestments should include activities necessary to
provide more robusi tracking and public reporbing of Pederal spending, ax well as interal andits
aml Emvestigations to rool out fraud and arror in Federal programs and activities.

Ma later than %0 days from the date of this memorandum, agencies shall report 1o OME on
the proposed reduction in travel axpenses as a result of this requirement. Information provided to
OMA shoold inchide the amonnt of the propesed reduction in travel expenszes, the amovnt of FY
2010 trave]l expenseys obligations subject to this section that provides a haseline for measuring the
required reductions, ard the amount of FY 2010 obligaticns for ravel expenses thal are exeluded
from this buseling, The sgeney may exelude eertzin travel expenses from reducticn only if the
agency hend delemmines that inclusion of such experses as part of the 30 percent reduction targel
would undermine such eritical govercment functions as national seeurity, international diplomacy,
health and safety inspections, law enforcement, or site visits reguired for ovessight or investipatosy
pm'[:u:-suas.i Excluded waval expensas will not be part of the baselina that agencies usa in caleulating
the 30 percont reduction targer or subject to reduction themselves, [n determining how to reduce
fravel expenses, agencies should consult and callaborate with their Tnspectors General (107 on the
apprapriata ways o redouce cravel for oversight and investipaory purposes. while maintainieg the
independence and capacity of 1Us.

In addition, agencics shall inelude i their FY 2014 budgzet submassion to OMB a desenplion
ol how they will make these travel reduclions suslainable, including the speeilie process chenges
and technology investments necessary to reduce their raliance on traval.

In addition, o assist agencias in achieving these reductions in traviel expenses, no later than
Bl days from the date of this memorandum, the Department of Detense and the General Sorvices
Administration (GSA), in consultation with OMB, shall review the Joint Federa! Travel Bopulations
and the Faderal Trave] Begulation (FTRY o ensure that the policies reduce travel cosls withoul
impairing the effective accamplishinent of ageney missions. This review chall, at a minimun,
establish or ¢larify policies that:

(a) inzrease Federal emploves sharing of rental antomaobiles and taxis when approariate;

" Trpvel expenses” are defined g8 oblipation: categorized inder budpet object class 21,0 (ravel and ransportation of
persons), which is deseribed in OMB Circalar A-11 (seefion 85.6). In some casee, ravel sxpenses may alee Include
trive] funded outsile of this ahject cliss, D8I wAll provics additiona| oidance to alfectad agencies on s oslsils
of thiz alyjoer ¢lags that should he included in the redustions required by this memoranduom.
* Per exumple, the Aloraey Ganeral may determine that some zortion of e trvel by Federal Durea of Tovestigatien
agents is necassany to investigate specific criminal ectivity and should he excluded from the hascling of mevel expensces
frorn which the 30 peccent reduction wauld be taken, Similacly, the Seceetary of Tealth and TTuman Services may
determine that £ partian of the mavel by Food and Drug Admimistration inspectors is necessary 1o ensure the health of
the public ard shonld be exeluded [rom the baseling subject 1o the 30 percent reduction,
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i) ensure that Federul employess receive o per diem reimbursement only o the cxtent costs
were incurred and not relmbursed by arother party;

(c] promole the identilication amd use of non-coniract air carricrs that, i vsed, will resultina
lower total trip cost v the Government;

(d) expand and leverape the Government’s purchasiag power 1o reduce travel costs
nasociated with hotels and reital cars;

[2] ensure that, whenever practicable, Federal employess arcange airfare in a rmanner that
resulis in the lowest price available when traveling on domestic flights, including
spproprialely fiming the purchase of airfare; and

() ersure that apencies have controls in place W collect relunds lor unwsed or parlially used
airline tickets for Foderal employess who have purcaased airfare, consistent with cxisting
requirerents in the FTR amd Federal Manapemen! Regulagon (FMED®

Section 2 = Conferences

A part of the effort to safeguard Federal funds, apenees shovld focus on expenses related
i zonference sponsorship, conferencs hosting, or attendance of Federal araplovees at conferences
sponsored or hoated by non-Federal ontities.! Federal ageneics and employoes must cxcrsiac
discretinn and judpmel in ensuring thl conlerence expensss are appropriule, necessary, and
managed in a manner that minimizes expensa to taxparers.

Om Sepember 21, 2011, OMB issued Memorandum 11-35, “Eliminating Excess Confercnee
Apanding and Promobing Effeeney m Governmend,”™ That memorsndom instructed a1l agencies “io
conduel o thorough revies ol the polieies and conlrols assovizled with conlererce-relaled nelivilies
and cxpenscs,”™ o accordance with that memosanduin, Deputy Scerctaries (or their eguivalcnts)
thoroughly reviewed the pelivies and cenmols associated with conferenee-relsied activides ad
gxpenses 10 mitigate the risk ol inappropriale spending,

To expanc upon these efforts, this memorandum oulines a series of new policies and
practices for comference sponsorship, hosting, snd attendance fo ensure that Federal funds are nzed

" See FTR 301-T2.100, 301-72.101, 301-72.300; also sec FMR 102-118
“Cunlorenee™ iy dolined i this nsesnorandum s i is in e FTR, s 1| meeting, relresit, SEMmEr, symposinn o gvenl
that involves atendes wavel, The term *conference’ elso applizs to maindng activitizs that ar: conaldersd oo be
confeesnces under 5 CFR 4104047 Secdl CFR 300-3.1,
¢ onferenee expanses” are defined ns all direct and indirect conterinee costs paid by the Government, whether poid
dircethy by apencies or reimbursed by spencies o travelors or ethers agsociated with the conference, but do ot include
furids paid under Fadersl grants b grantees, Conlzrence sxperses include any assopigted autharized tavel and per dism
expenses, hire of rooms for ofticial business, audiovisual wse, light refroshmonts, registration foss, groued
rrangpartatiom, and nther expenses as delingd by tha FTR. Al autlays Tor eonference prepueatzom snc plannieg should
be incheded, but the Fedzral employze ime thr conference preparation should nat bz incleded. The FTR procvides some
examples of direct and indirect confzrencs costs included within conference expensas, See sl CTR 301-74.2,
Conference expenses should be met of env fees or revenue received by the agency through the conferencs and shoule not
inglude ¢osts toensure the safety of attending gevernmental officialz,
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apprapriately on these activitics, and that agencies continue to reduce sperding on conlerenses
whens practicable:

» Initinte semior level review of all planned conferences — Expanding upon the regquinemenis
al OMB Memorandum 11-35, agency Deputy Secretaries (or their equivalents) shall initiate
review of planned speading for every upcoming conference that is to be sponscred or hosted
b the agency (or by other =ederal or non-Federal entities) where net comforence cxpenses

by the agency will creced $100,000. Apencies must ensure thot the conferencs expenzes

and sotivilies comply wi the FTR directives and eaeculive branch pn]ici::s on conferences
a3 well as the Fedeml Acguisition Regulaion (FAR) requiremrents on contracting goods and
services, Dntil these roviews are compleled, agencies shall suspend incurming obligetions for

canlerences 1o which the agency has not vel commitied,

« Initinte sentor level approval of all future conference expenses in excess of S100,000

Following the -eview of planned conferences, Deputy Secretaries (or their equivalents) shall

contime to approve the spending for all proposed new conterences 1o be sponsored or

hosted by the agency {or by other Federal or nen-Federal entifies) where the net conference
cxpenses by the agency will be in excess of S100,000. Apencies must ensure that ne Federal
Tunds are used Lor unnecessary or ingppropriale purposes and that all conlerence expenses

and activities comply with both the FIT and the FAR requirements on lodpiag, food and
beverages, per diem reimbursement, and comtrzeting of goods and services, In addifion,
agencics should ensure that confersnce attendance and expenzes are limited to only the
levels reguired to cerey out the mission of the conference,

+  Prohibit expenses in excess of $500,000 on 3 single conference — An apeney shall net
iner nat expenses preater than S300,000 from its own funds on a single conferance,
including conferences that are sponsored or hosted by the ageney (or by other Federal or
non-Federal entities). The agency head may provide a waiver from this policy 10 he or she

determines That exceplionad circumstances exist whereby spending io excess of $200,000 on
1 single conference is the most cost-cffective option to achicvs a compelling purpess, The

zrounds for any such walver must be documented in writing by the ageney head.

e  Report publicly vn all conference expenses in execss of SI00000 - Agencies shall report

on cenference expenses on a dedicated plece on their official webaite, By Janmary 31 of

cach year (begincing on Janvary 31, 2013}, the agency head shall provide a description ol all
apency-sponserad conferences from the previous fiscal year where the ret expenses for the

agency associated with the conference were In excess of 100,000, This description shall
inglude:

the total conference expenses incurred by Lhe ageacy for the conlerence;

the location of the conference;

the date of the conference,;

a brief explanation how the conference advanced the mission of the agency; and

oocaan

wiere paid by the agency.

the total number of ndividuals whose travel cxpenses or other conference expenses



In addition, for any instances where the net expenses for an agercy-sponsored conference
cxeceded $300,000, the website shall include the ageney head’s waiver that identificd the
exeepiional circumstances that necessitated exceeding this threshold. Finally, the website
shall include information about the net conference expenses for the fiscal vear incurred by
that agency as well as a general report about conlerence activities throughout the year,

In reporting these data, agencies shall exclude any information that is considared w0 de
sensitive, is prohibited from public disclosure by statue or regulation, or may jeopardize
national security or the health, safety or sccurity of conference attendees, organizers, or
other individuals.

Section 3 — Real Property

Agencies must also move aggressively 1o dispose of excess propertics held by the Federa’
Government ard make more cfficient use of the Government's resl estaie assets, Agencies are
already streamlining operations and using existing properties lo meet the directive in the Junc 14,
2010 Presidential Memorandum (Disposing of Unnceded Federal Real Estate—Increasing Sales
Proceecs, Culling Operating Cosls, and Improving Energy Efficiency) to produce no less than §3
aillion in eivilian real property cos: savings by the end ol 'Y 2012,

As of the date of this memaorandum, agencies shall not increase the size of their civilian real
estate inventory, subject to exceptions as described below. Acquisition of new Federal building
space (where approval of such acquisition accurs following the dals of this memorandum) tat
increases an agency’s total square tootage of civilian property mus: b2 oftset through consolidation,
co-lncation, or disposal of space from the inventory of that agency. In identifying consolidations,
co-locatioas, or d:sposals of property to offsct acquisition of newr Federal building space, an agency
mzy include civilian buildings from its own inventory that were, in accerdance with the June 10,
2010 Presidential Memorandum, reported as excess 1o the GSA or otherwise disposed of.

Addrional guidance will be provided for carrying out this section, including defining those
properties Lo which this section applies and when a preperty may be identified as an oftset, as well
as establishing a process to identity exceptions to this section’s requircments where appropriate,
such as to comply with legzl requirements, to reduce costs, to proteet naticnal sceurity, or W allow
Zor the eflcclive accomplishmen! of agency missions.

Section 4 — Fleet Management

n furtherznce of the May 24, 2011 Presidential Memorandum (Federal Fleet Performance),
and to optimize the menagement of Govemment-owned vehicles, agencies shall use existing GSA
fleet services, cr initiate a replacement and renewal schedule thal is consistent with the requirements
of the FMR®, wheredy standard sedans operate on a replacement schedule of at least three vears or
until the vehicle has beern driven in excess of 60,000 miles (whichever comes first), un.ess material
defects prevent the vehicle from operating in a safe manner or if replacement would save the agency
money over the life of the vehicle. GSA shall periodically review such policies for opportunities o
further improve eficiency.

 See FMR 102-34,270.



Within 90 days of the date of issuance of this memorandum, OMB, in consultation with
GSA, will provide egencies with additional guidance on carrying out the provisions in Sections 3
and 4 of this memorandum.

Questicns regarding the policies and practices outlined in this memorandum should be
directed to the Office of Federal Financial Management at OMB (202-395-3993).
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Summary:

Consistent with Section 3 ofthe Office ofhManagement and Budget Memorandum (OMB) M-12-
12, Promoting Efficient Spending to Support Agency Operations, all Chief Financial Officers
(CFO) Act Execufive Branch departments and agencies (agencies) shall not increase the total
square footage of their domestic office and warehouse invenfory compared to the FY 2012
baseline. ! This Memorandum clarifies the "Freeze the Footprint”" policy.

As explained below; OMB and the General Services Administration (GSA) will annually
monitor the continuing implementation of this policy. As part of this process, each agency will
develop and submuf a Revised Real Property Cost Savings and Innovation Plan, and in future
vears, an Annual Agency Evaluation, which will describe the agency's overall approach in

managing its real property usage and spending.

. Required:
1. Freeze the Footprint.

On an anmaal basis. an agency shall not increase the size of its domestic real esfate
inventory, measured in square footage, for space predominately used for offices and
warehouses. In general, while progress in meeting the "Freeze the Footprint” policy will
be based on an annual evaluation of an agency's fotal office and warehouse square footage
compared to its FY 2012 baseline, there may be circumstances where an agency has
exceeded 1ts square footage baseline in a given year, but the agency is nevertheless in
compli nce with the "Freeze the Footprint” policy based on the timing of already-

" See Glossary of Tenns for definitions of these types of assets.



identified offsets or a net reduction of costs relative to its square footage baseline.

a. Baseline for Measurement. An agency's total square footage for office and
warehouse space shall remain at its FY 2012 baseline level. Agency baselines will be
calculated based on the FY 2012 Federal Real Property Profile (FRPP) data. FY 2012
GSA Occupancy Agreements (0As), and FY 2012 agency Leasing Agreements (for
each agency that has independent leasing authority). GSA will consolidate this
information and submit to each agency for review. Within (14) davs of receipt, each
agency may provide comments and additional information to GSA for GSA's
consideration.

b. Requirements jor Offsets?

1. On an annual basis, an agency must offset any growth in total office and
warehouse space with other corresponding reductions in total office or
warehouse space. 5o as to ensure that there is no net increase in the size of
these real property assets. compared against the FY 2012 baseline.

1. A disposal creates an offset in the amount of the square footage of the office or
warehouse space disposed. The agency's declaration of a property as "excess”
to GSA will count as an offset. Additionally, office and warehouse properties
located at military installations closed or realigned as part of a Defense Base
Realignment and Closure (BRAC) process will count as an offset. For GSA
space leased on behalf of another agency. that agency's disposal of the space is
recognized as occurring on the agency rent termination date.

iii.  An agency may not use as an offset:

a) Properties that the agency has "mothballed" (i.e.. property is
temporarily not occupied or utilized).

b) Enhanced use leases (EULs) and outleases.
c. Straregies to Promote Full Implementation of the "Freeze the Footprint” Policy

1. Co-locations and Consolidations. Each agency should work collaboratively
with other agencies and GSA to find opportunities for smarter space usage
through co-locations and consolidations. Each agency should first consider
and pursue available co-location opportunities within the Federal real estate
inventory, especially those that will result in no net growth of the overall
Federal real estate inventory.

* GSA is subject to the offset requirement for space that it uses for its own agency operations. The offsat
requirement does not apply to GSA for space that GSA maintans, leases, or otherwise obtains for the operations of
other Federal agencies.



11, Consultation with GSA. Further, each agency should consult with GSA on
how to use technology and space management to consolidate, increase
occupancy rates in facilities, and eliminate lease arrangements that are not

cost or space effective.

2. The Rewvised Real Property Cost Savings and Innovation Plans.

By May 15. 2013, each agency shall develop and submit to GSA a 3-year Revised Real
Property Cost Savings and Innovation Plan This plan will be a revision of each agency's
2010 Eeal Property Cost Savings and Innovation Plan with a narrower focus, and
prospective analysis of real property spending for the next three fiscal vears, as outlined
below (i.e.. the 2013 plan shall cover FY 2013 through FY 2015).°

Every third vear thereafter. each agency shall subnut a Revised Feal Property Cost
Savings and Innovation Plan within 120 days after the deadline for agencies to submit
their data to the FRPP.

The agency's Senior Real Property Officer (SRPO) and Chief Financial Officer (CFO)
shall certify that the plan is complete and accurate. Each Revised Eeal Property Cost
Savings and Innovation Plan-which should be as concise as possible and not exceed 20
pages-must include each of the following components:*

a. Plan to Maintain FY 2012 Footprint. Each agency shall include:

1. A spreadsheet that identifies agency space acquisitions and offsets over
the three-year planning period. The spreadsheet shall include the
following column headers and appropriate data: FRPP Real Property
Unique Identifier;” Office or Warehouse; City; State; Zip Code; Estimated
Date the Asset will Leave the Inventory or Estimated Date the Agency
will Begin Occupation ofNew Space;

11. A narrative description of the strategies and policies an agency will utilize
carry out mission and program priorities while working towards freezing

real property growth;

111. Planned consolidation, co-locations, disposals, new construction projects,
and leases; and

rv. At least three examples of planned consolidation, co-locations, and

* The original Real Property Cost Savings and Inmovation Plans were submitted to OMB under Management
Procedures Memorandum Ne. 2010-07.

* If a section does not apply, please indicate "WNot Applicable "

* For GSA assignments, each agency shall include the OA mumber.
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disposals that can be updated and tracked publically.

b. Documentation of Costs. Each agency shall include:

1. The total dollar amount spent on an agency’s current total Federal and
private-sector leasing costs; and

11 A guantitative analysis and discussion of each agency's current total
leasing costs and how each agency plans to control leasing and other costs

in the future °
c. Explanation of Efficiency. Each agency shall include:

i. An analysis and discussion of what actions the agency is taking to
maximize and increase efficiency in its utilization of space; and

1. Cost effective alternatives to acquisition. such as consolidation. co-
location, teleworking. and "hoteling "

d. Description of Internal Controls. Each agency shall describe the methods and
procedures for complying with the "Freeze the Footprint” policy. These controls may
mclude, but are not limited to:

i. The processes through which the agency will identify and execute offsets
when acquiring additional office and warehouse space;

11. Internal reviews and certification processes, where all new leases,
acquisitions. expansions. or other growth in the agency's office and
warehouse space. at all locations, require approval by the CFO or SEPO,
before they can be implemented;

111. Processes for agency bureaus to coordinate all office and warehouse
acquisitions with the CFO (or identified delegate) and SEPO; and

. Tracking of all domestic agency office and warehouse increases and
offsets. netting to zero annually.

3. The Annual Agency Evaluation. 120 days after final FRPP submission.” and on an
annual basis thereafter. each agency's SEPO and CFO shall develop and submit to GSA
an evaluation ofthe agency’'s compliance with the "Freeze the Footprint” policy. On

* This may be accomplished through decreasing space usage, relocating to less expensive space, making more
efficient use of space, or working with G5A to find other cost-effective solutions.
" The first Anmmal Agency Evaluation will be due 120 days after the FRPP submussion i 2014,



th

vears when an agency submits a Revised Real Property Cost Savings and Innovation
Plan, the agency shall include the Annual Agency Evaluation as part of the Eevised Real
Property Cost Savings and Innovation Plan. Each agency evaluation-which should not
exceed 10 pages-shall include:

a. Analysis of Performance. A discussion of the agency's year-end performance
benchmarked against the information contained within its Revised Real Property Cost
Savings and Innovation Plan. A comparison of the agency's total square footage from
the previous fiscal vear, compared to the current fiscal vear.

b. Adjnsiments. Any necessary adjustments to the agency's Revised Real Property Cost
Savings and Innovation Plan, including a detailed narrative and analysis for why
these adjustments are necessary.

Government-Wide Internal Controls. G5A and OMB will take the following actions
to improve the consistency and accuracy of information used to measure agency
performance:

a. Update to OMB Circnlar A-136 and Andit Bullefin 07-04. OMB will update OMB
Circular No. A-136, Financial Reporting Requirements, to include reporting
requirements on "Freeze the Footprint" activities. In addition. OMB will update
OMB Bulletin No. 07-04, Audit Requirements for Federal Financial Statements, to
include a requirement to review agency internal controls for the "Freeze the

Footprint" policy.

b. @S54 Monitoring. On an annual, calendar year, basis, GSA will analyze agency data
submifted to the FRPP and agency OA data maintained by GSA fo measure
compliance with the policy. GSA will perform data integrity tests on agency-
submitted FRPP and OA data that will help ensure the information is valid and
reliable. Further, GSA will provide preliminary data analysis and recommendations to
OME for further discussion with each agency on each agency’s Eevised Real Property
Cost Savings and Innovation Plans and Annual Agency Evaluation.

c. &S84 Reporfing. On an annual, calendar vear, basis. as established in 1(a) and 4(b) of
this Memorandum and consistent with the FRPP reporting cycle, GSA will transmit a
report to OMB that lists each agency's current-year office and warehouse square
footage compared to its FY 2012 baseline. GSA will submit the report to OMB
within 60 davys after deadline for agencies to submit their data to the FRPP.

Amnual Compliance Review. On an annual, calendar vear, basis, OMB will review
agency compliance with the "Freeze the Footprint” policy. In consultation with GSA. the
review will be based on: current year agency square footage compared to FY 2012
baseline, the Revised Real Property Cost Savings and Innovation Plan. and the Annual

Agency Evaluation.



6. Transparency. On an annual. calendar vear basis. and after consultation with GSA and
the agencies. OMB will update Performance gov with information on each agency's
square footage baseline and annual progress associated with the "Freeze the Footprint”
policy. Further, OMB shall track the progress of select projects provided in agency
Revised Real Property Cost Savings and Innovation Plans on Performance gov.

Co-locarion. For the purposes of this Memorandum, a co-location is the merging of two or more
components, offices. bureaus or divisions from two or more agencies. where one agency
consolidates its components, offices. bureaus or divisions into the host agency’s space.

Consolidation. TFor the purposes of this Memorandum. a consolidation is combining one or more
components. offices. bureaus or divisions. of the same agency in an existing owned office or
warehouse space. and disposing of the square footage in a leased facility.

Enhanced nse leases (EULs) and ontleases. For the purposes of this Memorandum. enhanced
use leases and outleases are properties occupied by a non-government entity that remain titled to
the Federal government.

Disposal. For the purposes of this Memorandum, a disposal is a sale, demolition, lease
termination, public benefit conveyance, Federal transfer. or any other action that results in the

removal of the asset from the inventory of the agency.

Hoieling. For the purposes of this Memorandum_ hoteling is an arrangement where employees
use non-dedicated. non-permanent workspaces assigned for use by reservation on an as-needed
basis.

Office Space (From FEPP Data Dictionary). Buildings primanly used for office space or
military headquarters

Warehonse Space (From FRPP Data Dictionary). Buildings used for storage. such as
ammunition storage, covered sheds, and buildings primarily used for storage of vehicles or
materials. Also included are underground or earth covered ammunition storage bunkers and
magazines. This category excludes water reservoirs and petroleum, oil, and lubricants storage

tanks which are storage structures.



